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This manual provides instructions on how to manage your testing and credential profile 
as a test candidate, a DSHS certified interpreter or translator, or a DSHS bilingual 
employee on the LTC Gateway platform. It illustrates user functions step-by-step with 
screenshots.  
 
If you are an employee of DSHS or other state agencies, some sections may not apply to 
you. These include scheduling a test (Section 4.4.1), orientation (Section 4.5), and 
renewals (Section 4.7). Please contact LTC or the office in charge of employee testing in 
your agency if you have any questions.  
 
Please note that some of the screenshots in this manual may be slightly different from 
what they look like on the real site, but the functions outlined here are mostly the same 
as what you will find in Gateway.  
 
There may be occasions when it takes some time for a page to load properly in Gateway. 
If this happens, please be patient and wait for a few seconds. If the problem persists, you 
can change to a different browser and try again. For best experience, please use Google 
Chrome or Microsoft Edge. Internet Explorer is not fully supported. 
 
This manual will be revised based on user feedback and tech updates. Please check the 
LTC website or Gateway homepage for the latest version. 
 
 
IMPORTANT: 
 
If you encounter issues accessing Gateway, please contact DSHS LTC directly by Email: 
<dshsct@dshs.wa.gov>. We recommend you read this manual first before writing to LTC. 
If you do need help, LTC is always your first point of contact. Do not submit a help ticket 
to Secure Access Washington (SAW) unless an issue is directly related to your SAW 
account.  

https://www.dshs.wa.gov/office-of-the-secretary/language-testing-and-certification-program
https://fortress.wa.gov/dshs/ltcgateway/Home/Main
mailto:dshsct@dshs.wa.gov
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1. Set up your SAW account  
 
You need to have a SAW (Secure Access Washington) account in order to access LTC 
Gateway. If you donôt have one yet, you can sign up by following the instructions below. 
(Note: If you have an account already for accessing some other state service, you can 
use it for Gateway too. If so, please skip this section and go to Section 2 for instructions 
on adding LTC Gateway to your SAW account.) 
 
(1) Open the SAW homepage at https://secureaccess.wa.gov.  
 

 
 

Note: A link to SAW is also available on the LTC Gateway homepage at 
https://fortress.wa.gov/dshs/ltcgateway/. Click the hyperlink ñSecure Access 
Washington (SAW)ò, and you will be taken to the SAW website. 

 

 

https://secureaccess.wa.gov/myAccess/saw/select.do
https://fortress.wa.gov/dshs/ltcgateway/
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 (2) Tap on the ñSIGN UPò button on the right. 

 

 
 
 

(3) On the ñSign Up!ò form that pops up, you can press ñCheck Nowò in the upper right 
corner if you are not sure whether you have already created a SAW account before. 
Otherwise, fill in your information, check the ñIôm not a robotò box, and then click 
ñSUBMITò at the bottom.  

 
 

 

 
IMPORTANT:  

¶ Be sure to fill in your First Name AND 
Last Name. Otherwise, Gateway will 
categorize your SAW information as 
invalid, which may block your access.    

¶ Write down your registration Email, 
user name and password so you 
can easily find them when needed. 

 

 



5 
 

(4) You will receive a confirmation Email, which contains a link to activate your account. 
Click the link to finish the registration process.  
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2. Adding LTC Gateway to SAW and requesting candidate access 
 
(1) Once you have logged into SAW, tap on ñAdd A New Serviceò in the upper left. 
 

 
 
 
(2) Click on ñI would like to browse a list of services by agencyò.  
 

 
 
 
(3) You will see a list of state services accessible through SAW in alphabetical order (see 

(a) below). Scroll down to find ñDepartment of Social and Health Servicesò (see (b) 
below).  

 
 

 

 

 

(a) (b) 
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(4) You are now on the ñSERVICES FROM DSHSò page (see (a) below). Scroll down to 
find ñLTC GATEWAY,ò and then tap on the ñApplyò button on the right (see (b) below).  

 
 

 
(a) Services from DSHS 

 

 
(b) LTC Gateway 

 
 
(5) You will then be prompted to complete information for Multi-Factor Authorization 

(MFA) by providing your Email or phone. Fill in the required information, and proceed. 
 
(6) A ñREGISTRATION COMPLETEò confirmation message will show up. Click ñOKò.  
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(7) You will receive an Email notification saying that your access to LTC Gateway service 

has been approved. 
 

 
 
 
(8) Back in SAW, you will see LTC Gateway has been added to your account. Tap on the 
ñAccess Nowò button.  

 

 
 
 

(9) You may be prompted to go through Multi-Factor Authentication. Depending on the 
MFA information you set up earlier, you will receive a code by call, through Email or 
text. Enter the verification code and proceed. This may take several steps (also see 
Section 3). 

 
(10) On the ñNow Accessingò page, click ñContinueò.  
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(11) This will take you to the ñRequest Candidate Accessò page. Fill in the required 
information, and click the green ñSaveò button in the upper right corner.  

 

 
 
Note: If you tested with LTC before or if you currently hold a credential, itôs best to fill 

in the name and Email address that you used previously for your test 
registration or credential. This will help LTC locate your record in Gateway. 
Once your request is approved, you can update your name and Email address 
anytime by yourself (see Section 4.1).  

 
 
(12) You will see a confirmation message saying that your request for access has been 

submitted and is pending for LTC approval.  
 

 
 
 

(13) Wait for LTC review and approval. Once your candidate access request is approved 
by LTC, you will receive a notification Email. 
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3. Accessing LTC Gateway as a return user 
 
Once your SAW account has been set up and your request for candidate access to LTC 
Gateway has been approved (see Sections 1 and 2), the next time when you visit 
Gateway, you can log into SAW to access your profile directly. 
 
(1) Open the SAW homepage at https://secureaccess.wa.gov.  
 

 
 

Note: A link to SAW is also available on the LTC Gateway homepage at 
https://fortress.wa.gov/dshs/ltcgateway/. Click the hyperlink ñSecure Access 
Washington (SAW)ò, and you will be taken to the SAW website. 

 

 

https://secureaccess.wa.gov/myAccess/saw/select.do
https://fortress.wa.gov/dshs/ltcgateway/
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(2) Enter your User Name and Password, and click ñSUBMITò. 
 

 
 
 
(3) Once logged into SAW, you will see LTC Gateway listed on the left. Tap on the 
ñAccess Nowò button.  

 

 
 

Note: Sometimes this step may not show, and you directly land at the MFA page (see 
Step (4) below). You can either click ñHomeò to get to this page, or simply 
proceed.  
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(4) You will be prompted to choose a Multi-Factor Authentication (MFA) method. 
Depending on the MFA information you set up during registration, you can choose to 
receive a code by call, through Email or text. Select a method, and then click 
ñContinueò.  

 

 
 
 
(5) Then you will need to confirm the Email or phone number for MFA. For instance, if 

you have chosen ñEmail Meò at the previous step, you will need to confirm your Email 
address (see (a) below). If you have chosen ñText Meò above, you will need to confirm 
your mobile number (see (b) below). If your Email or phone shown on the page is 
correct, press ñContinueò. 

 
 

 
(a) Confirming Email 
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